
ICE OFTHE SECRETARY OF STAf 
DEPARTMENT OF ARCHIVES AND HIST4 APPLICATION FOR RECORDS RETENTION SCHEDULE 

- _-~__ 
I FOR AGENCY USE 
rpplication Date 

4/19/79 

79-100 

I I_ ._ . 
kpplication Number 

-. , . 

- ~~ 

FOR RECORDS MANAGEMENT USE ..__I 1. Agency Address 
G a .  S t a t e  Merit System of Pe r sonne l  Admin .Application Number 

Applicant Se rv ices  Div is ion  
Room 572 
244 Washington Street ,  S.W. 

. 
Date Completed 

I MAY 3 0 1979 

Date Received 

MAY ' 7 1979 - . ~ W S ~ i S 3 3 0 3 ? 4  ~---__I_ __I - ~1~ 

. 
---__ _____I_ 

'. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbers and tir/es, if any): 
Attach samples of the file. 

adminis te r ing  w r i t t e n  examinations f o r  Merit System Job Classes & enterii 
the r e s u l t s  i n t o  the computer system. 

. -. ~~ ~- , _ _  . ~~ 

lnchded are: scanner  graded test  answer sheets "(no f & n  name o r  number). 

File is arranged: chronologica l ly  by d a t e  d a t a  en te red  i n t o  computer system,, thereunder  
a l p h a b e t i c a l l y  by a p p l i c a n t s  surname. ' .  . . 

l__i -___ 
How often~are records referred to which are: 

. ,  
1. Monthly Reference Rate 

One to six months old 200 -, . Seven to twelve months old . - 5 ; Thirteen to twenty-four months old 1 
'twenty-five I .  months and older-.O '. 7 

Letter-size drawers : Legal-size drawers -;Shelves ; Other (spedw) 

: "\.~ \I. 

.. . 
- ~- - 

j. Annual Rate of Ammulation'of Records 
15 cu. f t .  

I.. . -- 
(Over) 

---_?% --- 
R--50-71: Rev. 76 

.i 



b. Does the series contain co fidential information requiring securiw handling? If yes, cite law or regulation. ,i 
c~ ___ 

~ ~ . . .  
I 1 ~ Ga. Code- - 8 

-I - x -~ 1 ~. ~ c. ~ Is thisavital record? ' I_.__ _ 
i .  

- - 1  ~ 

x I d. Does this series have historical or long term.research value? ~ 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 
-_- ~ -__-_~I 

-dQCWE!LSbM&u led  SeD aratelv? 
_ L _ d  . f , . t~~. . infor~at ionconta ~. . imcLi~x&es~w.wh!isha!Z.. ! f x e m a & m x - _ _ _ . .  -I - 

i' 
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of th is  series in your office, or in another office or agency? 
- I f resab&e: l  - 

~ _ _  ... ~- _. _ _  - _- ~ - ~~ -Ifv.es.uxmcoDv.p- 

-.I 2.~1 ~ - i . ~ - ~ f i . i u e r i e x ~ c x ~  hnsfLt-LresuladumicrPfilmeslL-..---- 1 1 1  

x I ~ _ _ ~ L  _i._D~e.s.rhe record scrim ' ~ p u t ~ ~ r i ~ - - . ~ ~ ~ . ~ ~ ~ t s .  in..LFst_ & various 
!l. Retention Requirements The following requires the series to be kept: 

a. State Law - years. d. Audit period -- Lq-Z_--..-years. 
-years. e. Administrative need ~-,years. b. Statute of limitation 

c. Federal law years. f. Federalreention instrudons years. 
~~- ~ 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

*i 
~ 

~~ -~ . ~ . .  ~~~ - ~ ~.~ ~ 

~ ~- 
~~ 

~ _ .~ 

0 

29 C . F . R .  1602.31 (State and Local Governments) - 2 Years 

~ -____I _-I_ ~ ~ -- 
12 ADoroved Disposition Instructions This agency recommends that the file series be cut otf a t  tht end of each: 

0 Calendar Year; U Fiscal rear: Other 

month (s) -_. year(s); then 

2 m h s  then, 

0 Hold in the current files area 
0 Transfer to local holding area, hold 

Ek Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

.year(s); then 
Transfer to State Records Center; hold 22 3jiWk!E%BM months ; then 

NOTE: In the event a charge of discrimination has been f i l e d ,  or an act ion 
~~ ~~~~ b r o a h t  ~ by the  E q u a l . ~ ~ m ~ l ~ m . e n t - ~ O p p a r t u n i t y  $ommi?$ofl~;?~i~the Attorney 

General, t h i s  record must be retained unt i l  ' f inal .  disposit ion of the 
charge or action.  

?.--L' 

These instructions apply to al l  prior and future accumulations of the series. 

_- I-- Ic I_-- -- 
k e n q  HeadlDesignee ISgna@re) _I Date 3 Re9xds.-&naqednt Qff+fr (Si@7~turel . . -. I Date 

lecommendations in para- 
raph 12 are approved. 
I f  disapproved, attach letter 
if explanation.) 

__i 

3-50-71; Rev. 76 


